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Every large organization has its own purchasing 
procedures and MNR is no exception. That’s 
why we've written this handy guide to answer 
your questions and make it easier for us to do 
business together. 

Unlike most other ministries, MNR has many 
offices that purchase goods and services. We’re 
a highly decentralized organization with 47 
district offices grouped under eight regional 
headquarters across the province. 

Then there’s our main office in Queen’s Park, 
Toronto, and specialized headquarters, such as 
Aviation and Fire Management and the Forest 
Resources Group in Sault Ste. Marie. An Admin- 
istrative Unit has been set up in Sault Ste. Marie 
to coordinate all purchasing for the Forest 
Resources Group and Aviation and Fire 
Management. 

Since the buying function is carried out at all 
these offices, suppliers may do business with us 
in almost any part of the province. 

Some other good news. MNR has a range of 
different programs, so we’re constantly in need 
of a wide variety of goods and services, every- 
thing from floppy discs to fire hose to photo 
processing. 

And we think you’ll like our general approach 
to purchasing. The Ontario government's poli- 
cies are based on the principles of fairness, 
openness, competitiveness, and obtaining the 
best overall value for money spent. 

If you are interested in being a supplier, give 
us a description of your business by completing 
the enclosed Ministry of Government Services 
“SIRF” form. By completing this form you will 
be added to a supplier database. The question- 
naire can either be sent directly to the address 
shown on the form or it will be accepted in any 
MNR office and forwarded to the Ministry of 
Government Services. 


How does MNR purchase goods 
and services? 


We use a variety of methods to obtain bids/ 
quotations from suppliers on items or services 
to be purchased. These may include requests 
for verbal telephone quotes, written quotes, and 
formal tenders or proposals depending on the 
dollar value involved and the complexity of the 
purchase. 

When a decision has been made on the firm 
to be selected, a purchase order and/or legal 
agreement will be issued. Suppliers submit 
invoices to MNR upon delivery of the goods or 
services. 


How are volume purchasing 
agreements arranged? 


After choosing a supplier through the competi- 
tive process, the ministry can acquire goods and 
services in bulk or over a period of time in the 
following ways: 


1. Bulk/Consolidated Purchase Order: the 
purchase of a large quantity of goods on a one- 
time basis, for delivery to one or more locations. 
The purchase order for the entire shipment, 
however, is issued by only one of the locations. 


2. Standing Agreements: an agreement is 
entered into with a supplier, whereby the supplier 
agrees to provide a certain specific product or 
products for a set price and for a fixed period of 
time. Under a standing agreement, the ministry 
buys only from this supplier as goods are needed. 
All buying locations provincewide may access 
this standing agreement. 


3. Standing Offers: these are offers from sup- 
pliers to supply specific products at established 
prices for a specified period of time. A ministry 
office anywhere in the province may decide to 
access this standing offer, but is also free to 
decide not to. 


4. Blanket Purchase Orders: a purchase order 
is issued to a supplier for one or more products 
for a fixed period of time and/or a maximum 
dollar value. Subsequent release orders are 
then used to access this blanket order as the 
need arises. The initial purchase order is usually 
issued by one buying location only. 
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How are tenders called? 


Tenders are called either by public advertising 
or by invitation, or by a combination of both. 

When a tender is publicly advertised, docu- 
ments are made available to all prospective 
bidders who respond to the advertisement. With 
invitational tenders, however, documents are 
sent to known prospective bidders, including 
local suppliers. 

MNR’s tender procedures are designed to 
ensure fair competition. That’s why it’s important 
that all bidders complete tender documents 
correctly, and return them to the office specified 
on the tender document before the closing date 
and time. Bids are considered confidential until 
formally opened at the public tender opening to 
which all suppliers are cordially invited. Awards 
are made on the basis of the supplier giving 
best overall value at the least cost and meeting 
all of the required specifications. 

To ensure that only qualified suppliers bid and 
that work will be completed satisfactorily, docu- 
ment fees, bid deposits, performance guarantees 
and pre-qualification/letters of interest may be 
requested as part of the competitive process. 
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What is a request for proposal 
and when it is used? 


The request for proposal procedure is used 
when MNR wants potential suppliers to submit 
their ideas on the best way to provide a solution 
to a specific requirement. 

The potential supplier offering the most effec- 
tive solution, based on predetermined selection 
criteria outlined in the proposal package, 
receives the contract. Price alone may not be 
the determining factor. 

Proposals must also be returned to the office 
specified on the proposal document before the 
closing date and time. 


When may a legal agreement 
be required? 


A purchase order is the most common way of 
buying goods and services. But when a purchase 
is more complex, MNR may use a legal agree- 
ment. This agreement outlines all the respon- 
sibilities of the supplier and MNR and is signed 
by both parties. 


Is there a preference policy for 
Canadian suppliers? 


Yes. A price preference of 10 per cent for 
Canadian content is the Ontario government’s 
purchasing policy. This is designed to stimulate 
and encourage Canadian manufacturing activity 
and assist suppliers competing to supply goods 
and services. A form requesting Canadian content 
information is included with the tender/proposal 
package, where applicable. 


Can | find out bid details? 


Yes. Acquisitions over $5,000.00 are formally 
called and in the case of tenders the names of 
bidders and the bid amounts are available either 
at the public openings, or by contacting the 
MNR office administering the competition. All 
participating bidders, of course, are automatically 
informed about the name of the successful 
supplier and the dollar amount of the award, as 
soon as a decision is made. For amounts under 
$5,000.00, bidders must contact the appropriate 
office for this information. 

In the case of proposals, the names of the 
bidders are available either at the public opening 
or by request. Only the name of the successful 
supplier is sent to all candidates who submitted 
a proposal. 


When will | get paid? 

It is MNR policy to pay all accounts within 30 days 
after receipt of a valid and fully supported 
invoice. Valid and fully supported means that the 
relevant goods or services have been received 
and conform to the contractual agreement. 


What does the Ministry buy? 


The list of common items would be too long to 
include here. Instead here is a list of the general 
categories of goods and services we commonly 
purchase: 


e Aerial spraying of herbicides 

e Agricultural machinery and equipment 

e Agricultural supplies 

e Aircraft and airframe structural components 

e Aircraft launching, landing and ground 
handling equipment 

e Alarm and signal systems 

e Automatic data processing equipment and 
software, supplies and support (general 
purpose) 


e Boats, small craft, pontoons and floating 
docks 

¢ Books, maps and other publications 

e Brushes, paints, sealers and adhesives 


e Catering services 

e Chemicals and chemical products 

e Cleaning equipment and supplies 

e Clothing, individual equipment, and insignia 

¢ Communication equipment 

e Concession operations 

e Construction and building materials 

e Consulting services — technical, management 
etc. 

e Containers, packaging and packing supplies 


e Electrical and electronic equipment 
components 

e Electrical wire, and power and distribution 
equipment 

e Engine accessories 

e Engines, turbines, and components 


e Firearms 

e Fire control equipment 

e Fire fighting, rescue and safety equipment 
e Fish feed 

¢ Fuels, lubricants, oils and waxes 

e Furniture 


e Groceries 


e Hand tools 

e Hardware and abrasives 

e Household and commercial furnishings and 
appliances 


e Instruments and laboratory equipment 
e Janitorial services 


e Lighting fixtures and lamps 
e Lumber, millwork, plywood, and veneer 


e Maintenance and repair shop equipment 
e Medical and veterinary equipment and 
supplies 


e Nurseries operations i.e. weeding, 
transplanting 


¢ Office machines, and text processing systems 
e Office supplies and devices 


e Park maintenance 
e Photographic equipment and supplies 
e Pipe, tubing, hose and fittings 
Plumbing, heating and sanitation equipment 
e Prefabricated structures and scaffolding 
e Production of nursery stock 
e Pumps and compressors 


e Recreational and athletic equipment 

e Refrigeration, air conditioning/circulating 
equipment 

e Road construction & maintenance 

e Rope, cable, chain and fittings 


e Service and trade equipment 

e Site preparation required for tree planting 
e Surveys — land 

e Surveys/data collection services 


e Textiles, leather apparel, tents and flags 
e Toiletries 

e Tractors 

e Training aids and devices 

e Tree planting 


e Valves 
e Vehicular equipment components 


e Wetland evaluation 


List of Ministry of 


Natural Resources’ Offices 


The following is a list of key buying locations in 
the ministry: The list is broken into the eight 
administrative regions in the province and 
includes the Aviation and Fire Management 
Centre in Sault Ste. Marie and our main office 


in Toronto. 


NORTHWESTERN 

Northwestern Regional 
Office 

PO. Box 5160, 

810 Robertson Street 

Kenora, Ontario 

PON 3X9 (807) 468-3111 


Dryden District 

Box 730 

479 Government Road 
P8N 224 (807) 223-3341 


Fort Frances District 
922 Scott Street 
P9A 134 (807) 274-5337 


Ignace District 
Box 448, Hwy. 599 
POT 1TO (807) 934-2233 


Kenora District 

Box 5080 

808 Robertson Street 
PON 3X9 (807) 468-9841 


Red Lake District 
Box 5003, Hwy. 105 
POV 2M0 (807) 727-2253 


Sioux Lookout District 
Box 309, Prince Street 
POV 2T0 (807) 737-1140 


NORTH CENTRAL 

North Central Regional Office 
P.O. Box 5000 

Ontario Government Building 
435 James Street South 
Thunder Bay, Ontario 

P7C 5G6 (807) 475-1261 


Atikokan District 
108 Saturn Avenue 
POT 1CO (807) 597-6971 


Geraldton District 

Box 640 

208 Beamish Avenue West 
POT 1MO (807) 854-1030 


Nipigon District 
Box 970, Hwy. 17 
POT 2J0 (807) 887-2120 


Terrace Bay District 
Box 280 
POT 2W0 (807) 825-3205 


Thunder Bay District 

PO. Box 5000 

Ontario Government 
Building 

435 James Street South 

P7C 5G6 (807) 475-1511 


NORTHERN 

Northern Regional Office 
140 - 4th Avenue 
Cochrane, Ontario 

POL 1C0 (705) 272-7014 


Chapleau District 
190-192 Cherry Street 
POM 1KO (705) 864-1710 


Cochrane District 
Box 730, 2 Third Avenue 
POL 1C0 (705) 272-4365 


Gogama District 
Box 129, Low Avenue 
POM 1W0O (705) 894-2000 


Hearst District 
Box 670, 631 Front Street 
POL 1NO (705) 362-4346 


Kapuskasing District 
6-8-10 Government Road 
P5N 2W4 (705) 335-6191 


Kirkland Lake District 
Box 129, Swastika 
POK 1TO (705) 642-3222 


Moosonee District 

Box 190 

Ontario Government Building 
Revillion Road 

POL 1Y0 (705) 336-2987 


Timmins District 
896 Riverside Drive 
P4N 3W2 (705) 267-7951 


NORTHEASTERN 

Northeastern Regional 
Office 

199 Larch Street 

Sudbury, Ontario 

P3E 5P9 (705) 675-4120 


Blind River District 
Box 190, 62 Queen Street 
POR 1B0 (705) 356-2234 


Espanola District 

Box 1340 

148 Fleming Street 

POP 1CO (705) 869-1330 


North Bay District 
Box 3070, RR #3, Hwy. 63 
P1B 8K7 (705) 474-5550 


Sault Ste. Marie District 
875 Queen Street East 
P6A 5L5 (705) 949-1231 


Sudbury District 
Box 3500, Station ‘A’ 
P3A 482 (705) 522-7823 


Temagami District 
Box 38, Lakeshore Drive 
POH 2HO (705) 569-3622 


Wawa District 
Box 1160, Highway 101 
POS 1KO (705) 856-2396 


AVIATION AND FIRE 
MANAGEMENT CENTRE 
PO. Box 310 

747 Queen Street East 

Sault Ste. Marie, Ontario 
P6A 5L8 

(705) 942-1800 


ALGONQUIN 

Algonquin Regional Office 
PO. Box 9000 

Brendale Square 
(Manominee Street) 
Huntsville, Ontario 

POA 1KO (705) 789-9611 


Algonquin Park District 
Box 219, Whitney, Ontario 
KOJ 2MO (613) 637-2780 


Bancroft District 
Box 500, Hwy. 28 
KOL 1CO (613) 332-3940 


Bracebridge District 
Box 1138 
POB 1CO (705) 645-8747 


Minden District 
KOM 2KO (705) 286-1521 


Parry Sound District 
7 Bay Street 
P2A 1S4 (705) 746-4201 


Pembroke District 
Box 220, Riverside Drive 
K8A 6X4 (613) 732-3661 


Leslie M. Frost Natural 
Resources Centre 

Highway 35 

Dorset 

POA 1E0 

(705) 766-2451 


EASTERN 

Eastern Regional Office 
PO. Box 2002 
Concession Road 
Kemptville, Ontario 

KOG 1J0 (613) 258-8215 


Brockville District 
Box 605, Oxford Avenue 
K6V 5V8 (613) 342-8524 


Carleton Place District 
10 Findlay Avenue 
K7C 3Z6 (613) 257-5735 


Cornwall District 
Box 1749, 113 Amelia Street 
K6H 5V7 (613) 933-1774 


Napanee District 
1 Richmond Boulevard 
K7R 383 (613) 354-2173 


Tweed District Office 
Box 70, 23 Spring Street 
KOK 3J0 (613) 478-2330 


CENTRAL 

Central Regional Office 
10670 Yonge Street 
Richmond Hill, Ontario 
L4C 3C9 (416) 883-3256 


Cambridge District 
Box 2186, Beaverdale Road 
N3C 2W1 (519) 658-9355 


Huronia District 
Midhurst, Ontario 
LOL 1X0 (705) 728-2900 


Lindsay District 
322 Kent Street West 
K9V 4T7 (705) 324-6121 


Maple District 

P.O. Box 7400 

10401 Dufferin Street 
LOJ 1E0 (416) 832-2761 


Niagara District 
Box 1070, Hwy. 20, Fonthill 
LOS 1E0 (416) 892-2656 


SOUTHWESTERN 

Southwestern Regional 
Office 

Box 5463 

659 Exeter Road (Hwy 135) 

London, Ontario 

N6A 4L6 (516) 661-2800 


Aylmer District 
353 Talbot Street West 
N5H 288 (519) 773-9241 
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Chatham District 

Box 1168 

1023 Richmond Street West 
N7M 5J5 (519) 354-7340 


Owen Sound District 
611 Ninth Avenue East 
N4K 3E4 (519) 376-3860 


Simcoe District 

Box 706, Hwy. 3 

548 Queensway West 
N3Y 4T2 (519) 426-7650 


Wingham District 
Birieo 
NOG 2W0 (519) 357-3131 


MAIN OFFICE 

Administrative Management 
Branch 

Purchasing Services Unit 

99 Wellesley Street West 

Room 5533, Whitney Block 

Toronto, Ontario 

M7A 1W3 (416) 965-1601 
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Please read the reverse prior to completion. 

Do not complete shaded areas 

Please send to: Supplier Information Service (SIS), E 

6th Floor, Ferguson Block, Queen’s Park, Toronto M7A 1N3 Supplier Number 

Direct Inquiries to: Tel. (416) 965-6937. Numéro de fournisseur 


Priére de lire le verso avant de remplir la formule 
Ne pas remplir les parties ombrées 
Priére d’adresser au : Service de renseignements sur les fournisseurs (SRF), 


édifice Ferguson, 6° étage, Queen’s Park, Toronto M7A 1N3 
Pour tout renseignement téléphoner au : (416) 965-6937. 


PH Supplier Information Request/Demande de renseignements sur les fournisseurs 


Ontario 


Corporate name of business/Ra/son sociale de |’entreprise 


Business address/Adresse de /’entreprise Please attach a list of Branch locations in Ontario/ 
Priére de joindre une liste de vos succursales en Ontario 
City/Town/Ville Province/Province Postal Code/Code postal 


Area Code/Telephone number Telex/TWX/Facs number/Numéro de télex/TWX/fac-similé 


Indicatif regional/Numéro de téléphone 


Type of Business/Type d'entreprise 


S Manufacturer/Fabricant a Wholesaler/Grossiste [al Service/Service ial Other (specify) 
Autre (précisez) 
Bel Distributor/Distributeur LJ Retailer/Détaillant a Agent/Agent 


Specify area(s) of Ontario in which you desire to do business//ndiquez la ou les régions de |’Ontario que vous désirez servir 


Goods/Services Code 


Description of goods/services/Description des produits/services Code des produits/services 


oe 


If space is insufficient, attach extra sheet Other supplier codes 
Si vous n’avez pas assez de place, utilisez des pages supplémentaires Autres codes de fournisseur 
Company contact (please print)/Personne-contact de la compagnie (en lettres moulées S.V.P) 


Do you provide repair and maintenance | Authorized signature/ Title/Titre Date 
services?/Vous chargez-vous de réparer | Signature autorisée 
et d’entretenir vos produits? 


LJ ves/oui LJ No/Non 


MGS 2872 (11/88) 


Supplier Information Request 


Information collected on this form may be made 
available as a public record. 


Reasons for completion 


You have an opportunity to provide the Ontario 
Government with the details of your business and the 
goods/services you are able to supply. 


is it necessary to complete this form in order to 
sell to the Government of Ontario? 


No. However, by completing this form you will be 
providing information which will be accessible to all 
government buyers. 


How is the information stored and used? 


This information will be entered into the government’s 
consolidated supplier database. You will be notified 
when your information has been recorded. Govern- 
ment buyers will be able to access the database to 
determine potential sources for the goods/services 
required. 


Does the completion of this form ensure you will 


provide goods/services to the Ontario Govern- 
ment? 


Completion of this form will not automatically guar- 
antee that you will sell to the Ontario Government. 
Each ministry is responsible for competitively purchas- 
ing the goods/services it requires. You should con- 
tinue to make sales calls. 


What should be done with the completed form? 


The completed form should be forwarded to the 
Supplier Information Service, at the address shown 
on this form. 


Demande de renseignements sur les 
fournisseurs 


Les renseignements figurant sur cette formule peuvent 
étre divulgués au public. 


Pourquoi faut-il remplir cette formule? 


Cette formule vous permet de donner des 
renseignements au gouvernement de |’Ontario sur votre 
entreprise et les produits/services que vous lui 
proposeéz. 


Est-il nécessaire de remplir cette formule pour 
devenir fournisseur du gouvernement de !’Ontario? 


Non. Mais en remplissant cette formule vous nous don- 
nerez des renseignements auxquels auront acces les 
acheteurs du gouvernement. 


Comment les renseignements sont-ils conserves 
et utilisés? 


Les renseignements seront entrés dans la banque de 
données centrale des fournisseurs du gouvernement; 
ceci fait, vous en serez avisé. Les acheteurs du 
gouvernement pourront consulter cette banque pour 
Savoir ou trouver les sources possibles de produits/ser- 
vices dont ils ont besoin. 


Le fait de remplir cette formule est-il une garantie 
que vous fournirez des produits/services au 
gouvernement de !’Ontario? 


Le fait de remplir cette formule n'est pas une garantie 
automatique de devenir fournisseur du gouvernement 
de |’Ontario. Il incombe a chaque ministére de se pro- 
curer des produits/services nécessaires a des prix com- 
petitifs. Vous devrez continuer a nous appeler pour pro- 
poser vos Services. 


Que faire de la formule une fois remplie? 


Vous pouvez adresser la formule dGment remplie au 
Service de renseignements sur les fournisseurs, a 
l’adresse indiquée sur cette formule. 
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